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Introduction 

Managing cash in any organization is a critical activity and necessary for good financial management. It is also 
a key to survival in many cases. It is important to understand both the inflow and the outflow of cash and 
how that relates to your organization.  

In times of crisis, good cash management is critical for survival. The most important tenant of financial 
management in challenging times is “cash is king.”  This means that having and keeping cash on hand is the 
most critical element of financial management during tough times. Every dollar must be carefully stewarded 
as if it was your last dollar. You must be slow to part with any money you currently have as the future of funds 
coming in is highly uncertain. 

Before you start, please know that even a rough forecast of cash flow now is more helpful than a perfect 
forecast weeks from now. This exercise does not have to be precise. It is not necessary to tie out balances to 
the financial statements. The cash forecast is used to project cash balances. The financial statements are used 
for reviewing and analyzing actual results and other financial analysis. Your forecast will improve each time 
you do it. 

Template General Instructions 

1. The worksheet is a tool for projecting cash into the future. The worksheet starts with where you are 
at right now and projects into the future. 

2. The forecast may be prepared on either a weekly or monthly basis. 
3. Whenever possible, use historical trends for entering when income is received, and expenses are paid. 
4. Adjust the forecast to reflect the reality of your current situation. If you are experiencing a 

decrease in a revenue category, adjust your cash forecast instead of the more optimistic revenue 
estimates that are included in the budget. 

5. Note that the budget was prepared many months ago; the purpose of the cash forecast is to include 
the most up-to-date information. 

6. The forecast does not need to differentiate between ministries or departments. The objective is to 
understand your cash balance. The financial statements should be used for other financial analysis.  

7. Prepare the forecast for the primary operating account. If multiple accounts are used, it may be helpful 
to create a separate forecast for each operating account.  

Items to Gather Before You Begin 

1. The most recent payroll journal. 
2. The most recent accounts payable listing.  
3. The latest financial statements: Statement of Activities and Statement of Financial Position. Include 

annual budget along with year-to-date actuals. This will be a preliminary report. Do not wait for the 
month-end close.  

4. Today’s bank balance or the first day of the week you are preparing the forecast. 
5. Rolling history of envelope and plate by week/month. If you are creating this for the first time, query 

your accounting program for a three-year historical report.  
6. A projected cash receipt report from TADS, Smart, or FACTS.  
7. Amortization schedule for any debt. 
8. Capital project schedule, if applicable. 
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Template Individual Instructions 

1. Cash Balance 
a. Enter the beginning cash balance. Start with the bank balance and subtract any outstanding 

checks. Start with the beginning of the week or the ending of the week but be consistent.  
2. Revenue Items 

a. Major revenue sources. Identify major resources then update the rows on the left-hand column. 
It is helpful to list revenue sources based upon how it is received. For example, contributions 
collected at mass are deposited weekly to the bank. Contributions may also be received monthly 
through ACH collections. Finally, contributions may be received throughout the month from 
online giving. There is a different pattern for each method. For this purpose, it may be helpful to 
list each one as a separate row. 

b. Tuition. If you are using a third-party vendor for tuition collection, such as TADS, Smart, or 
Facts, each of these programs has a report indicating expected cash receipts. Use this information 
for when the cash will be received. It is also prudent to factor in a rate of uncollected tuition. This 
should be based on the previous history of collections, or in the case of an unusual event, this 
may be adjusted further.  

c. Fundraising. Typically, this income is received over several weeks, especially if raffle or dinner 
tickets are involved. Note that the expenses may be incurred before receiving the income. This 
should be reflected in the cash forecast.   

d. Other income. After the major revenue sources have been identified and included in the forecast, 
the remaining income may be included as one line item. In this case, look at the budget and 
determine what has not already been included in the cash forecast. Use the annual revenue 
amount, subtract out the year-to-date actual income received, and spread out the estimated 
remaining income over the remaining weeks or months. If there is a significant event, you may 
also reduce or increase the remaining income amount to reflect the probable outcome.  

3. Expense Items 
a. Payroll and benefits. Typically, this is the largest expense. Use the information from your latest 

payroll. Payroll may be listed in total and included in the week that the funds are coming out of 
your bank account. This will occur either bi-weekly or twice a month. In some cases, payroll 
occurs on a monthly basis. If that is the case, the cash forecast should reflect this reality. 

b. Insurance and other quarterly expenses. Use the most recent billing for these expenses. 
c. Facility expenses – utilities and maintenance. Use the most recent estimate of upcoming expenses. 

Adjust for seasonality and the corresponding impact on utilities and facility expenses.    
d. Debt payments. Include based on your payment schedule from your lender.  
e. All other expenses. The worksheet has a tab labeled [Accounts Payable] to list each vendor 

individually. You may add as many or as few vendors as you desire. The total of this worksheet is 
highlighted in green. The Accounts Payable total is included in the cash forecast as a total from 
the [Accounts Payable] tab.  

f. Other large expenses. Include other large, relevant expenses as necessary. 
g. Capital expenses. Include capital expenditures as anticipated. 

4. Financing 
a. There is a line for financing if there is a line of credit or inflows/outflows from other 

bank/savings/investment accounts.   

Updating the Cash Forecast Instructions 

1. Enter the current cash balance. Start with the bank balance and subtract any outstanding checks. Start 
with the beginning of the week or the ending of the week. Be consistent when you are updating the 
forecast.  

2. It is helpful to update the cash forecast weekly.  
3. Update any information based on the most current situation. 


